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1. PURPOSE 

Thls procedure outhes the requirements and responsibdmes for the mwtenance, 
preservanon, and safekeepmg of the Rocky Flats Environmental Technology Site (Site) 
Environmental Restoranon PrQ- I)lvision (ERPD) project files 

Thls procedure also unplements the requirements defined m the QAQP, Rocky Flats Plant 
Site-wde Quahty Assurance mject  Plan for CERCLA Remedlal InveshgahondFeasibIhty 
Studm and RCRA Fachty ~veshgatIons/comchve Measures Studm Achvihes, and 
1-77OOO-RM-001, Records Management Gwdance for Records Sources 

2. SCOPE 

Thls procedure apphes to all ERPD and subcontractor penomel perfonnmg work for the 
ERPD PrOJect Flle Center (PFC). 

Thu procedure addresses the followmg topcs 
Faahha 
Pmxrvanon/Mamtenance 
Safekeeping 

3. DEFINITIONS 

Records necessary to conduct the c a n t  busmess of an office and, 
therefore, are generally m w m e d  m office space and eqwpment. These records are also 
referred to as “current” records 

E The ERPD faclllty where official achve ERPD records 
are collected, processed, protected, mmtamd, and remeved 

- . -  Records that cannot be duphcated or micmNmed or lose their 
meanrng when mcrofilmed (such as mdhcolored maps and map overlays) 

Records that require special handhng for secunty msons and 
must be stored in a parhcular way Some Special procesS Records such as radographs, 
photographs, negatwes, microform, and magnetic medla cannot be dupllcated 
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4. RESpoNsIBILlTIEs 
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4.1 

Estabhshes and unplements an ERPD Records Management program to ensure that ERPD 
actwe records are mruntarned, preserved and safeguarded m aamdance with the 
requrements defined m the QAPjP and 1-77OOO-RM-001 

Approves and m a m m  an access control hst for the ERPD PFC that precludes the entry of 
unauthomed personnel mto the file area 

Ensures that sufficient tmmng of thls procedure is received by all personnel authonzed for 
access lnto the ERPD PFC 

Ensures comphance to all ERPD Records Management pohcies, procedures, and processes 

EnsuFes that all unauthorized personnel entenng into the ERPD PFC are escorted and in 
visual contact at all tunes 

Ensures that entrances and emts to the ERPD PFC remam locked and secure at all tunes 

Ensures that e cod copies Emam 111 the ERPD PFC at all tunes 
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5. INSTRUCTIONS 

5.1 Facilities 

ERPD ED Manager 
[ 11 Ensure that the official record copy of ERPD records are maintamed m the ERPD 

PFC located in Bulldmg 080 at the Rocky Flats Environmental Technology Site 

[2] Ensure that the ERPD PFC faahty is sufficient to m m m  the nsk of damage or 
destrucaon to project files from the follounng 

Natural disasters such as wmds. floods or fires 
Environmental CondIhom such as hgh and low temperatures, and humidty 
Infestahon of msects, mold, or rodents 

[3] Ensure that storage fackaes are kept clean 

[4] Ensure that provisions are made to preclude damage to files and other record meda 
by leaks, aadic fumes, stem, and loss through theft or vandahsm 

[SI Ensure that the ERPD PFC uhl~zes a cornputenzed database for the lndexlng of ERPD 
achve records as follows 

[A] Enswe that the ERPD PFC database is located on a centrahzed server and is 
PASSWORD protected Read and &t pnvdeges are assigned as requved to 
ERPD PFC personnel 

[B] Ensure that the ERPD PFC data- is programmed for automatrc backup on a 
mghtly basis System backup m d a  tapes are protected and mmtamed 111 the 
ERPD PFC as Special Process Records 

[C] Ensure that all database modificaaons, programmmg and admmstmve tasks 
are restricted and performed by the System Adrmnrsmtor with authonzed 
aocess pnwleges 

[6] Ensure that dual storage requirements are acumphshed through 1-7700-RM-001 
and 4-M21-IMS-4002, Control of h4.1crograph.1~~ 

5.2 rn 
ERPD PFC Personnel 

[ 11 Ensm that ERPD actwe lrBcords are received, processed and &xed into the ERPD 
PFC in accordance wth 3-JSO-ER-ADM-17 07, Records Receipt, Indexmg, F h g  and 
Remeval 
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5.2 Preservation and Maintenance (continued) 

ERPD PFC Personnel (continued) 

[2] Ensure that ERPD Records a~ firmly secured mto bmders, folders, envelopes, or 
other approved devices as appropnate to protect them from damage, loss or 
rearrangement 

[A] Ensure that records are matnttuned m permanent steel walled mobfie shelvmg 
u ~ t s  wtiunthe ERPD PFC 

[3] Ensure that one-of-a-lund and Speclal Process Records are mmtained in secured, 
four-hour fire-rated media safes located m the EFWD PFC 

[4] Enme that RF-440, Records Transmittal & Storage Rewpt, as shown Appencllx 1, is 
prepared to transmit the records to Site Records Management for microillming and 
storage 

[SI Ensure that dual storage fac&nes are separate from offices or work areas to h i t  
temperahm and humidity fluctuahons 

5.3 Salelreeainn 

5.3.1 Access Control 

ERPD ED Manager 
[ 11 Ensure that an approved and dated Conmlled Access authonzatlon hst is posted at all 

mtenor entrances of the ERPD PFC 

ERPD PFC Personnel 
[ 21 Ensure that mtenor entrances and exlts to the PFC are locked at all hmes 

[ 31 Ensure that self-loclung (key/apher locks) entry mechamsms are mtidled on all 
doon to the PFC. 

[41 Enam that all unauthonzed personnel entenng the ERPD PFC are escorted and m 
wsual contact at all times 

[5] Ensure that extenor doors to the ERPD PFC a~ locked at all hmes 

Entrance or exlt through extenor doors, other than emergency, is prohbited 
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5.3.2 Removal of Records 

ERPD PFC Personnel 
[ 11 Ensure that ERPD record copies are retained in the ERPD PFC at all times 

[2] Ensure that ERPD record copies are llet transrmtted, removed, or checked out from 
the ERPD PFC under any circumstances 

[3] Ensure that active records are retneved in accordance with 3-J5O-ER-ADM-17 07 

5.3.3 Replacement of Lost or Damaged Records 

ERPD PFC Personnel 
[ 11 Ensure that replacement, restoration, or substitution of records occurs within 90 days 

following deterrmnation that a record has been lost or damaged to such a degree that 
it is no longer complete or legible 

[2] IF restoration or replacement of  such records is not possible, 
THEN 

[A] Complete Lost or Damaged Record Venfication documentation 

Documentation is completed via formal correspondence and addressed to the 
Manager, ERPD Environmental Documentation 

[B] Place the documentation in the ERPD PFC 

[C] Update the records mdexing system to reflect the action 

6. RECORDS 

Management of all records is consistent with 1-77OOO-RM-001, Records Management 
Guidance for Records Sources 

ERPD PFC Personnel 
[ 11 Ensure that the ongmal and one copy, as required, of the following quality assurance 

(QA) records are transrmtted to the ERPD Project File Center (PFC) in accordance 
with 2-G18-ER-ADM-17 01, Records Capture and Transmttal 

Records Transmttal Form 

Documentafion of Authenticity 

Records Package Table of Contents Form 
Documentation of Lost or Damaged Records 
Documentation of Best Copy Avzulable 

Submssion of record copies to the ERPD PFC is m accordance with Adrmnistrative 
Records reqmrements, as defined in 2-S65-ER-ADM- 17 02, Admnistrative Record 
Document Identification and Transmittal 

There are no non-QA records generated by this procedure 
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7.  REFERENCES 

QAPjP, Rocky Flats Plant Site-wide Quality Assurance Project Plan for CERCLA Remedial 
InvestigaOons/Feasibility Studies and RCRA Facility InvestigationsKortive Measures 
Studies Activibes 

u 
9 
2 

1 -77OOO-RM-OOl , Records Management Guidance for Records Sources 

2-G18-ER-ADM-17 01, Records Capture and Transmttal 

2465-ER-ADM- 17 02, Administrative Record Document Identification and Transrmttal 

3-JSO-ER-ADM- 17 07, Records Receipt, Indexing, Filing and Retneval 

6 
? 
4 - I  
3 
. 
2 

4-M21 -IMS-4002, Control of Micrographics 
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